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P E R F O R M A N C E  S E R I E S  
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Section 1: Login to Performance Series  
 

1. Open an Internet browser, such as Windows Explorer. 

2. Go to http://www.edperformance.com/ and click the Admin Login button. 

 
 
3. Enter the School/Building Site ID, Staff ID and Password. Then click Login. 

 

 
 

 

 

 



 
 

Scantron Professional Development © July 2005 School/Building Level Site Setup and Administration          2 

P E R F O R M A N C E  S E R I E S
 

S C H O O L / B U I L D I N G  L E V E L  S I T E  S E T U P  A N D  A D M I N  
 

 

Note:  To login to a school/building from a top level location, click the   

button from top right corner of the top level site home page and Select the name of 

the school/building you wish to login to.   

 
 

 
Section 2: Classes 
 

1. From the Site Admin menu, click Create under Classes. 
 

 
 

 
2. Select the Course Category that the class will associated with.  Then click 

the  button.  
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3. Select the Course Name/Number that the class will be associated with.  Then 

enter a Section Number; select a Grade Range, then you may select a 

Period/Block for the class.  Then click the  button. 

 

 
 
 

4. Click on the checkboxes to Assign a Primary Teacher and Assign any other 

teachers to the class who will need access to the class data.  Then click the 

 button.  
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5. Click the checkboxes next to the student names to Enroll students in the class.  

Then click the  button.  
 

 
 
 

6. Review the data for the class, and click the  button if the data all looks 

correct.  If any changes need to be made before the class data is saved, click the 

 button until the data that needs to be edited is on the screen.  
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7. You will be returned to the List of Classes.  You should see the class you  

created. 

 
 
 

8. To edit a class, click on the underlined name of the class and select Edit Class 

under the Class tab.   

 
 

9. Make the necessary changes to the class information.  Then click the  

button. 
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10. To edit student enrollment for a class, select Edit Enrollment under the Students 
tab.   

 
 
 

11. Add/remove students by selecting or deselecting the checkboxes next to the 

student names.  Then click the   button. 

 
 

 
12. Edit the Staff Assignment for the class by selecting Assign Staff under the Staff 

tab.  
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13. Add/Remove Staff members by selecting or deselecting the checkboxes next to 

the staff member names.  Then click the  button.  When you are finished 

editing the class, click the  button. 

 
 

 

Section 3: Students  
 

1. From the Site Admin menu, click Create under Students. 
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2. Enter the Student ID, First Name, Middle Initial (MI), Last Name, and Student 

Test Password.  If the student is a Demo Student, check the Demo Student box 

(Demo Student scores are not included in report data).  

 
 

 
3. Select Student Demographics:  Select the student’s Current Grade, Gender,  

 
Birthdate, Ethnicity, Citizenship, and Special Status information.   
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4. Select Modifications for Performance Test Starting Point, if applicable, for one  

or more subject areas, so that students may begin a Performance Test at a lower 
or higher grade level than the grade in which they are assigned.   

 

 
 
 

5. Review the student data for accuracy.  Then click the  button.  If changes 

need to be made to the student data, click on the  button to edit the data  
 
on the previous page. 

 

 
 

 
6. To delete a student, click Delete under the Students menu in Site Admin. Cclick 

on the checkboxes next to the students you wish to delete. Then click the 

 button.  
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7. Confirm the students that you want to delete.  Then click the  button.  

 
 

 
Section 4:  Staff Members 

 
1. From the Site Admin menu, click Create under Staff Members. 

 

 
 
2. Enter a Staff ID, First Name, Middle Initial (MI), Last Name, Email Address 

(only required for Location Controllers), Password, Confirm the Password. 

Then click the   button.  If the staff member is a temporary user, click the 

checkbox next to Guest Account.  

 
 

 



 
 

Scantron Professional Development © July 2005 School/Building Level Site Setup and Administration          11 

P E R F O R M A N C E  S E R I E S
 

S C H O O L / B U I L D I N G  L E V E L  S I T E  S E T U P  A N D  A D M I N  
 

 

3. Select a Position Name for the staff member.  This will determine his/her access 

in the site.  Then click the  button. 

 

 
 
 

4. You will be returned to the List of Staff Members, where you should see the staff 

member you created. 

 
 

 

 

 

 

 

 



 
 

Scantron Professional Development © July 2005 School/Building Level Site Setup and Administration          12 

P E R F O R M A N C E  S E R I E S
 

S C H O O L / B U I L D I N G  L E V E L  S I T E  S E T U P  A N D  A D M I N  
 

 

 

 

5. To edit a staff member, click on the underlined name of the staff member from the 

List of staff members.  Then select Edit Staff Member from the Staff Member tab.    

 
 

6. Make any necessary changes to the staff member’s information.  Then click the  

 button.  Note:  A Staff Member’s access can be enabled/disabled 

through the Edit Staff feature.  
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7. To change the password of the Staff Member, click Change Password under the 

Staff Members tab. Then click the  button. 

 
 
8. To view the class assignments of the Staff Member, click the Classes tab. 

 

 
 
9. To Add/Remove Classes assigned to the Staff Member, select Assign Classes 

under the Classes tab to make any changes.  Then click the  button. 
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10. To view security events related to the staff member, click the Security Events tab.  

Click on Session Details to view the IP address, Host, Operating System, and 

Browser used during the Security Event.  

 

 
 
 

11. To delete a Staff Member, click Delete under the Staff Members menu and click 

the checkboxes next to the staff member(s) you want to delete. 

 
 

12. Confirm the deletion.  Then click the  button. 
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Section 5:  Administrative Security/Password 

 
1. From the Site Admin menu, click Administrative Security under Security. 
 

 
 
2. Select Edit Login Settings under View Login Security to change the default 

settings. 
 

 
 

3. Make any changes to the Login Settings for the administrative logins for this site. 

Then click the  button. 
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      4. Make any changes to the Network Address Settings for this site.  Then click the 

 button. 
 

 
 

      5. Make any changes to the Network Address Settings to limit the administrative 

access to this site from computers assigned to a specific IP address.  Then click 

the  button. 
 

 
 

6. To change your own password, select Your Password under the Security menu. 
 
7. Enter your old password, your new password, confirm your new password.  Then 

click the  button. Note: Passwords must be at least 6 characters with at 

least one be a numeric. 

 

 
 


